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Chapter 1: DTS User Training Introduction 

1

user training introduction

DEFENSE TRAVEL SYSTEM
at

naval research laboratory

User Training provided by Code 3352.2
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DTS Implementation at NRL
● DTS is a fully integrated end-to-end travel & financial management system 

for all DOD TDY and local travel

● Already implemented at most DoD activities; approved for worldwide 
deployment in December 2003

● DTS Implementation at NRL: 
16 April 2007: Codes 5700 and 6300
11 June 2007: Remainder of Code 5000 Directorate
6 August  2007: Remainder of Code 6000 Directorate
29 August  2007: Code 7000 Directorate (except NRL-MRY & NRL-SSC)
10 September 2007: Code 1000 and 8000 Directorates 
20 September 2007: NRL-MRY (Code 7500).  
2 October  2007:  NRL-SSC (Codes 7030, 7180, 7300, 7400).  
14 February 2008: Code 3000 Directorate
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DTS AUTOMATES…..

~ Authorization

~ Reservation

~ Voucher Processing

~ Payment

~ Archiving

…..of DoD Travel Transactions

& interfaces directly with NRL Financial System 

(IMPS)

DTS Benefits
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Government VISA Travel Card
(GVTCC)

● Must have/use GVTCC to use DTS at this time
● Eventually NRL will receive a Centrally Billed Account (CBA) to use

for non-GVTCC holders, but DON has a freeze on this process
● DoD Mandates that any individual who travels more than two (2) times

during a 12-month period is required to obtain/use the GVTCC.  Other
travelers are encouraged to obtain GVTCC also. 

● Airline Tickets will now be charged to the GVTCC
● GVTCC credit limits are:

$7,500 for standard cardholders, $4,000 for restricted cardholders
** May need to obtain credit increase to accommodate the Airline Ticket 
cost and other travel expenses depending on TDY mission and duration

● Contact the NRL GVTCC Activity Program Coordinator (APC) to obtain a 
GVTCC and/or to obtain credit limit increase

NRL APC:  Sheryl Davenport, phone 202 767-3582
Alternate APC:  Jemal Pinkiny, phone 202 404-8061
email:  help_DTS@nrl.navy.mil

** Contact APC at least 5 days in advance to obtain credit increase
7-10 business days to obtain a new GVTCC

4

Government VISA Travel Card
(GVTCC)

● Must have/use GVTCC to use DTS at this time
● Eventually NRL will receive a Centrally Billed Account (CBA) to use

for non-GVTCC holders, but DON has a freeze on this process
● DoD Mandates that any individual who travels more than two (2) times

during a 12-month period is required to obtain/use the GVTCC.  Other
travelers are encouraged to obtain GVTCC also. 

● Airline Tickets will now be charged to the GVTCC
● GVTCC credit limits are:

$7,500 for standard cardholders, $4,000 for restricted cardholders
** May need to obtain credit increase to accommodate the Airline Ticket 
cost and other travel expenses depending on TDY mission and duration

● Contact the NRL GVTCC Activity Program Coordinator (APC) to obtain a 
GVTCC and/or to obtain credit limit increase

NRL APC:  Sheryl Davenport, phone 202 767-3582
Alternate APC:  Jemal Pinkiny, phone 202 404-8061
email:  help_DTS@nrl.navy.mil

** Contact APC at least 5 days in advance to obtain credit increase
7-10 business days to obtain a new GVTCC

 4



Defense Travel System (DTS) User's Guide 
NRL Version 2.0 

 

5

DTS Authorization Process
Interfaces with CTO
(currently SATO) 
for lodging, rentals
transportation

Ticketing
(primarily electronic)

Authorizing
Official (Division 
Head) Reviews/ 
Approves  

TDY

Traveler* enters travel 
authorization information 
and reservation info via the 
DTS web-site

ATM advance
as required

Traveler notified when 
authorization is 
approved; may print 
orders if desired/needed

Reviewing Officials 
(Branch Head, 
Admin Officer)
Examines

*Or the Division Travel 
Clerk may enter the basic data, 
including reservations; however, 
traveler should digitally sign the 
authorization DTS
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DTS Voucher Process

Certifying Official (NRL 
Travel Office, Code 3352.2)
reviews/certifies travel claim 
for payment

Traveler* creates
voucher upon completion 
of TDY (uploads/faxes 
receipts and other docs**)

Electronically 
sent to DFAS/
disbursing
for processingFunds sent (“split pay”) via EFT 

to traveler’s bank/credit union 
and to charge card vendor.  Since 
travel card is charged for airline 
tickets in DTS, timely submission 
of voucher is critical.

Reviewing Official 
(Admin Officer)
Examines

*Or the Division Travel Clerk prepares 
the voucher in DTS for the traveler; 
however, the traveler MUST also 
digitally certify the voucher in DTS
**Receipts/voucher once in DTS and
approved are retained for 6 years
within DTS for audit purposes
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ADOR

(Authorizing
Official)

Reviewer: **
Security (Code 1220)

Reviewer:
Division Head

Traveler

Reviewer:
Branch Head

Reviewer:
Admin Officer

Traveler

Reviewer:
Branch Head

Reviewer:
Admin Officer

Division Head
(Authorizing Official)

NRL Travel Office 
(Certifying Officer)

Traveler

Reviewer:
Admin Officer

CONUS
Travel Order (Authorization)

OCONUS
Travel Voucher (Claim)

All Vouchers

NRL’s Typical DTS Route List

** Unclassified documents can be
uploaded in DTS for review  
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DTS Route List Format
Route Lists for Travel Authorizations are named/formatted as follows:

4 digit Branch Code followed by either a
“C” for CONUS -------- 5530C

or 
“F” for OCONUS------- 5530F

Exception is for Division Head…the route list format 
is 4 digit Division Code + “DH” + either the “C” or “F”

“C” for CONUS -------- 5530DHC
or 

“F” for OCONUS ------ 5530DHF

The CONUS Route List will be the default List, so:
REMEMBER TO CHANGE ROUTE LIST to xxxxF if TDY includes OCONUS 
destination(s) – change option available at time of “Digital Signature.”
Must also upload completed NRL Security Clearance Form (HQ-NRL 5512/4) 
as substantiating document in DTS prior to review/release by the Division 
Admin Officer so that Code 1200 can review/release the Travel Authorization.
Note:  Route Lists for vouchers default and must not be changed.
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NRL Travel Voucher Process

● NRL Travel Office (Code 3352.2) will serve as the Certifying Officer
for Travel Vouchers

- Eases the burden on Division Heads/ADORs initially
- May have to transfer this function to Authorizing Officials later

● However, any claimed entitlement not on original Travel Order as
approved by the Authorizing Official must be approved/documented
by the Authorizing Official

- Any departure date +/- seven (7) calendar days from date specified in
Travel Authorization

- Expenses not previously listed, e.g., rental car, registration fees, supply
items, airfare/other transportation booked outside of DTS, long distance
calls

- Actual Expense Allowance (separate memo required if not approved
in the Travel Authorization)
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● Division Administrative Officer responsible for ensuring that 
additional documentation/certification is uploaded into DTS as part of 
the Voucher before submitting to Code 3352.2

● Authorizing Official does not certify supplemental documents 
electronically in DTS; hardcopy documentation is attached 
electronically by the Admin Officer

● Admin Officer will also verify/correct Job Order (any change not made 
during Voucher Process requires amendment)

● Unauthorized claims must be rejected by Code 3352.2

NRL Travel Voucher Process
(Continued)
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DTS Authorizing/Reviewing Officials

● Authorizing Officials and Reviewing Officials are  
Accountable Officials to support disbursement of funds

- must sign DD Form 577, Appointment Record/Authorized Signature
- subject to “pecuniary liability”:  personal financial liability for
fiscal irregularities (31 U.S.C. 3528) 

- ensure authorizations/claims are legal, proper, and correct
- focus on DTS “flags” and “alerts” to ensure justification for
exceptions to normal rules are adequate and documented

● Alternate Authorizing and Reviewing Officials are required
to ensure Travel Orders are not held-up

- Code 3352.2 serves as NRL DTS Administrator (DTA) to
maintain and update route lists per Division notification

● Email notification provided to next Official (and alternates)
that a travel document is awaiting review/approval
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Travel Authorizing Official (AO)

• Has broad authority to complete mission
• Directs/authorizes travel (Authorization)
• Determines funds availability/obligates travel funds 
• Approves trip arrangements/travel expenses
• Documents exceptions to normal travel policy
• Applies the “APPROVED” stamp in DTS
• Division Heads are the Authorizing Officials for 

CONUS travel authorizations.  
• ADORs/Code 8000 are the Authorizing Officials for  

OCONUS travel authorizations.
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Travel Reviewing Official (RO)

• Branch Heads and Administrative Officers are Travel 
Reviewing Officials for CONUS and OCONUS Travel 
Authorizations.

• Division Heads are also Travel Reviewing Officials for 
OCONUS Travel Authorizations.

• Reviewing Officials apply the “Reviewed” stamp in DTS.
– Do not apply the “Approved” Stamp or will have to reroute the 

travel order. 

• Administrative Officers: also verify that the line of 
accounting (correct and proper job order format) is 
entered correctly.
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Admin Officer Review of Vouchers

Administrative Officer, as the sole Reviewing Official at the 
Division level during the voucher process:
– Confirms that the travel occurred
– Verifies that all exceptions/flags/alerts have been 

documented
– Ensures all substantiating documents (including receipts) 

are electronically attached (scanned or faxed) to the travel 
document

• Documentation must be legible
• Additional substantiating documentation supporting 

entitlements not approved in the original authorization must be 
signed by the Authorizing Official and electronically attached 
here by the Admin Officer

– Stamps the Voucher as Reviewed/Approved
– Code 3352.2 will complete final Approval of Voucher and 

release for payment until further notice
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DTS Reference Points

● To use DTS:  
http://www.defensetravel.osd.mil

● DOD/DTS also established website with references,
training tools, and other information:

http://www.dtstravelcenter.dod.mil
(there is a link to this site from main DTS webpage)

● NRL Travel Office provides Help Desk support to NRL
travelers, approving/reviewing officials, and other DTS
users.  Email address available:

help_dts@nrl.navy.mil
Telephone:  202 767-3444

 
 

 10



Defense Travel System (DTS) User's Guide 
NRL Version 2.0 

Chapter 2: Create an Authorization - Traveler Instructions 
 
This chapter guides the user through creating a typical authorization (AUTH). For modes of transportation other 
than air or rental car, contact the NRL Travel Office if additional assistance is required. 
 

Log On to DTS 
a. Insert the CAC into the reader  
b. Access the DTS Home page: http://www.defensetravel.osd.mil.  
c. Click LOGIN TO DTS. 
d. Read the Security Alert screen. Select OK. 
e. Click Accept to the DoD Privacy & Ethics Policy.  
f. The Digital Signature window opens. The Key File displays. Enter your PIN or password.  
g. Click OK.  

 
Create an Authorization 

 
 

 
 
a. On the DTS User Welcome screen, mouse over Official Travel/Official Travel Others (for travel clerks) on 

the navigation bar.   
b. Select Authorization/Orders from the drop- down menu. 
c. Click Create New Authorization/Order. 
Note: The system may prompt the user to review or update the traveler’s profile.  Make necessary changes and click 
Update Personal Information.  
 

Travel Itinerary 
 

1 

 
 
a. Enter the Starting Point by clicking a location in the Starting Locations in Profile box or by typing a location 

in the field. 
b. In the Departing On field type the date or click the calendar icon to populate the departure date. 
c. Select the Trip Type by using the drop down menu – at this time “AA Routine TDY/TAD” is the only Trip 

Type linked to a voucher.  Select the Trip Purpose by using the drop-down menus 
d.  Complete the Trip Description field with details of the trip. 
e. Select the mode of transportation for travel to the location and the departure time. 
f. For Conus.  Click Location in the Location Tools box on the right to search for and enter a location.  
g. For OConus.  Click State/Country Location in the Location Tools box on the right to search for and enter 

country. 
h. In the Search Location window, enter city, state, county, country, or location name. 
i. Click Search Location.  
j. Click the radio button next to the preferred location.  In the box Specific Place (Optional) add place where 

TDY is being performed then click Select and Close. 
k. If the location is not in this list, search again by clicking one of the other Search by: buttons located at the 

bottom of the screen. Click Save Location and Return.   
l. The Arriving On: field automatically populates, if you need to change; type the date or click the calendar icon 

and select the arrival date for the location. 
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m. In the Departing On: field type the date or click the calendar icon and select the departure date for the 
location.  

n. Check the check box if you need to reserve a rental car or lodging at the location. 
o. Click Yes or No for Will you be traveling to another TDY Location? If Yes, repeat Steps a through m. 
p. Enter the Ending Point by clicking the location from the Return Locations in Profile box. 
q. Select the mode of transportation for travel to the return location and the departure time. 
r. Check the check box in Section E if you will use other ticketed transportation (such as a bus).  
s. Click Save and Proceed. 

 
2 Book Air Travel  

 

 
 
a. Select one of the flights listed on the screen. 

-OR-Click one of the fare tabs to select a flight with a different type of fare. Below are the different airfare tabs 
you will see:  Be advised, Government travelers are required to choose a GSA City Pair contracted flight, all 
other choices will require substantial justification. GSA City Pair contracted flights can be found on tabs 1 
and 2. 

b. 1. GSA Contract w/Limited Availability- These are further discounted GSA City Pair fares for federal 
government employees on official business. Fare is fully refundable and changeable. No justification is 
required. 
2. GSA Contract Fare- Discounted GSA City Pair fares for federal government employees on official business. 
The fare is fully refundable and changeable. No justification is required. 
3. Other Gov’t Fare- Competitive fares offered by airlines. Any fare chosen requires justification from the 
traveler and approval by their Approving Official. May have restrictions and be non-refundable. 
4. Other Airfare- Fares offered to the general public; may be refundable but can have advance purchase 
requirements. Selecting these fares requires justification from the traveler and approval by their Approving 
Official. 
5. Alt GSA- Additional airports offering government contracted fares to increase your options. No Justification 
is required. Note: Travelers are not required to choose an alternate airport.   

c. Select your return flight by repeating Step a. 
Note:  If unable to find flight, click Request Assistance in Booking Airfare. 
 

Book Rental Car 
 

3 

 
 
a. Select one of the rental cars listed on the screen. 

-OR-Change the criteria for the rental car by entering changes on the left side of the screen under Modify 
Search. Select a rental car. 

Note: Selecting a rental car that is not the lowest price available will require a justification to your AO. 
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Book Lodging 
 

4 

 
 
Military members on TDY at a military installation must contact the BOQ facility to reserve lodging. BOQ/Lodges 
not available in DTS. 
a. Select one of the hotels listed on the screen. 

-OR-Click one of the tabs to select a hotel from a list of other published rates.  
-OR-Click Find More Hotels at the bottom of the screen. Select a hotel. 
-OR-Change the criteria for the lodging by entering changes on the left side of the screen under Modify Search. 
Select a hotel. 

b. Select a room type on the Lodging screen. 
Note: If no hotels display, click Request Assistance in Booking Hotel Room. 

 
Summary 

 
5 

 
 
a. Check the information on the Payment Information tab and update if necessary. 
b. Click Save and Continue. 
c. Check the information on the Final Trip Itinerary. 

Expenses 
 

6 

 
 
a. Click Expenses in tool bar then click OK. 
b. A warning/reminder box will display stating “You have 24 hours to sign your document,” click “OK” to 

proceed. Note:  If document is not signed by traveler in this timeframe reservations will be lost. 
c. Select a non-mileage expense from the drop-down menu. If the expense is not listed, type it in the or field.  
d. Type the estimated Cost of the expense and select the Date the expense will be incurred. 
e. Select the Method of Reimbursement for the expense from the drop-down menu. 
f. Enter the expenses on this screen. 
g. Click Save Expenses. 
h. Select Mileage from the subnavigation bar. Enter expected mileage expenses for private vehicle use.   
i. Click Save Expense. 
j. Click the Per Diem Entitlements link to change the amounts for a date or date range.  Also, the "GSA State 

Tax Exemption Listing" provides a link to obtain tax exempt forms. 
k. Click the Substantiating Records link to add supporting document (such as the approved Contributed Travel 

form, Security Clearance form, or conference registration/agenda material) by faxing or scanning and then 
uploading.    
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 Lines of Accounting (LOAs) 

 7 

 
 
. Select Accounting in the navigation bar or select Continue on the bottom of the expenses p

o Chapter 6: Entering Job Order Numbers in the Defense Travel System

a age. 
  
*Refer t  for information on recording 

tions on the navigation bar. 

             Additional Options 

accounting information. 
b. Click Additional Op
 
 
  
 

8 

 
 

 Profile.  Click this link to change the traveler’s personal information 
ion only if you changed/added then click 

 can be scheduled if TDY exceeds 45 days. 
siting funds via EFT into a 

e 

 

Review / Sign 

a.
b. After entering any Additional Options, click update personal informat

Continue at bottom of the screen. 
c. Partial Payments.  Partial payments
d. Advances.  This section refers to non-ATM travel advances, which refers to depo

traveler’s checking/savings account rather than withdrawing a cash advance using the GOVCC.  Typically, th
only qualification for a non-ATM advance in DTS is when it is necessary to provide an advance deposit to a 
hotel in order to hold a lodging reservation more than 20 days prior to TDY/TAD (if less than 20 days prior to
TDY/TAD the traveler would use the GOVCC).  If a non-ATM travel advance is required, contact the NRL 
Travel Office at 202 767-3444 or via email at  help_dts@nrl.navy.mil five (5) working days prior to when the 
advance is needed so that the necessary DTS changes can be made/processed. 
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. In Preview, review the itinerary and make any edits.  NOTE: Do NOTa  use special characters .g. $ * %) in 

ontributed travel and authorized use of military facilities (e.g. commissary and exchange) must 

tinerary 

e navigation bar. Click Add Additional Authorizations for this trip 

ions in each text box.  Justification is mandatory.  

screen.  
w and choose the Route List ending with F

 (e
any text box.  

b.  Approval for c
be displayed on the travel order/authorization if applicable.  These statements should be added in the 
“Comments for Travel Order” text box.  The “Comments for Travel Order” text box is located in the I
Module on the Trip Overview screen. 

c. (Optional) – Select Other Auths. in th
link to select from a list of other authorizations such as variations authorized and ATM advance fees. 

d. Select Pre-Audit. 
e. Enter any justificat
f. Do not use any special characters in any text box such as $,* etc. 
g. Click on Save and Proceed to Digital Signature. 
h. Select the SIGNED stamp on the Digital Signature 
i. For OCONUS travel, click the Routing List drop-down arro .  

Important:   Code 1200 Security Office requires that the Security Clearance form (HQ-NRL 5512/4) be 
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uploaded into DTS as a substantiating record prior to routing the Travel Authorization.  The uploaded Sec
Clearance form shall already be approved with all four required signatures (i.e., traveler, Branch Head, 
Division Head, and ADOR/Code 8000).  Accordingly, it is recommended that the Security Clearance process be 
initiated early in order to obtain timely approval of OCONUS travel orders (Code 1200 will begin the sec
clearance process eight weeks prior to TDY with the receipt of an advance hardcopy Security Clearance form 
signed by at least the traveler and Branch Head). In addition a copy of  your Trafficking in Persons and Anti-
Terrorism training certificates must be upload as substantiating records 

urity 

urity 

or in lieu of uploading, the following 
statement must  be made in the “Comments for Travel Order” text box: “Trafficking in Persons training 
completed on MMDDYYYY, Anti-Terrorism training completed on MMDDYYYY.   The NRL Security Office wil
electronically return any Travel Authorizations routed that do not meet the above guidance.  Reminder:  It 
should not be assumed that the security clearance is approved when Code 1200 applies the “REVIEWED” 
stamp as the foreign country could deny the request; Code 1200 will notify the traveler should their reque
be denied. Note: Security Clearance form (HQ-NRL 5512/4) is not required for travel to Alaska or Puerto 
Rico, however must still utilize “F” (OCONUS) route lists, and certify completion of mandatory training 
listed above. 

j. Click Submit Completed Document. 
k. The Digital Si

l 

st 

gnature window opens.  
 
 24 hours of booking or else all reservations will be cancelled. 

l. Enter your PIN or password. Click OK.
You must sign the authorization within

 
 
An adjustment is a change to a document before it is APPROVED. An amendment is a change to 

Create an Adjustment 

a. Select Authorizations/Orders from t nu.  
. Click View/Edit next to the document to adjust. 

djusting. 
justing a reservation. 

age asks you to identify 
or cancel and update them separately. Click your 

o find 
tion. 

in any text box such as $,* etc. 

reen.  

document after it is APPROVED. 
 
 
 
 
 

Adjust and Amend 
Authorizations

 
he Official Travel drop-down me

b
c. Clear the View-Only check box. The Digital Signature window opens.  
d. Enter your PIN or password.  
e. View the Preview Trip screen and click edit next to the items that need a

Skip to Step h if you are not ad
f. Click Travel in the navigation bar. If you changed a date in Step e, the screen mess

whether you want to cancel all the reservations at once, 
preference.  

g. Click edit next to the items on the Trip Summary screen that need adjusting. Use the modify search pane t
a new reserva

h. Click Review/Sign, and then click Pre-Audit to add justifications for any changes made. Do not use any 
special characters 

i. Click Save and Proceed to Digital Signature. 
j. Select the SIGNED stamp on the Digital Signature sc
k. Click Submit Completed Document. 
l. Enter your PIN or password and click OK.  
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Create an Amendment 
 

 
 
a. Select Authorizations/Orders from the Official Travel drop-down menu. 

. Click Amend next to the desired document. 

n for changes. Do not use any special characters in any text box 
etc. 

r password. 

ment, see the section above (Create an Adjustment). Follow Step e through Step 

 

-mail your request to the NRL DTS help desk  name, date and location of the TDY for the 
thorization you want cancelled.  You will be notified through return e-mail when the authorization has been 

otel.  
at 

b
c. Click OK. 
d. Complete the Comment box with justificatio

such as $,* 
e. The Digital Signature window opens.  
f. Enter your PIN o
g. Click OK. 
h. For the final steps in an amend

j. 
 

 
 
 

Cancel an 
Authorization

E providing the traveler’s
au
properly cancelled.  Travelers need to be aware of their hotel cancellation policy, and make every effort to cancel 
their DTS authorizations in compliance with that policy to avoid being charged a no-show or late fee from the h
If a cancellation request is within 48 hours CONUS or 72 hours OCONUS of the travel date, it is recommended th
the traveler contact the hotel to ensure the reservation has been cancelled.  Ask about any fees and be sure to get the 
confirmation number assigned to the cancellation. 
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Chapter 3: Create a Voucher From an Authorization - Instructions for 

Travelers 
 

A voucher is a request for reimbursement of expenses incurred during travel. After travel, a traveler creates a 
voucher from an authorization (auth) to update the estimated costs with actual costs incurred on the trip. 
  

Log On to DTS 
 

a. .Insert the CAC into the reader.  
b. Access the DTS Home page: http://www.defensetravel.osd.mil.  
c. Click LOGIN TO DTS. 
d. Read the Security Alert screen. Select Yes. 
e. Click Accept to the DoD Privacy & Ethics Policy.  
f. The Digital Signature Login window opens. The Key File displays. 
g. Enter your PIN (or password).  
h. Click OK.  
 

Create a Voucher 
 

 
 
a. Mouse over Official Travel/Official Travel Others (for travel clerks) on the menu bar on the DTS Users 

Welcome screen. 
b. Click Vouchers on the drop-down list. 
c. Created Vouchers display in the Existing Vouchers section. 
d. Click Create New Voucher from Authorization/order. (This link will not display if there are no 

authorizations approved.) 
e. Click Create next to the auth from which you want to create a voucher. 

 
Itinerary 

 
1 

 
 
a. Click Itinerary on the navigation bar. 
b. Change the Start Date or End Date field.  
c. Click Proceed to Per Diem Locations. 
d. Click OK to the Entitlements Update prompt. 
e. Click OK to the warning. Each date field now contains a question mark.  
f. Click Edit under Location in the Trip Summary box. 
g. Click OK to the warning. 
h. Enter the correct dates in the Per Diem Location box (left side of the screen). 
i. Click Save Changes.  
j. Click OK to the Entitlements Update prompt. 
k. Click Remove next to the air segment that is noted as “Items not Associated to TDY stop.”  
l. Click Travel on the navigation bar.  
m. Click Other Trans. to change the ticket data. 
n. Click Remove next to Lodging and Car Rental. 
Sections 2 and 3 explain how to change these items. 
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Travel  

 

 
 
If air travel was used in this auth, and the original information changed, use the Air tab. 
a. Click Travel on the navigation bar to change any reservations from those approved on the auth. 
b. Click Edit in the Air Trip Summary column for the flight requiring changes. 
c. Click Change Ticket Data to update air travel. Under Edit Ticket Information, change the fields as necessary.  
d. Click Save. 
 

Lodging 
 

2 

3 

 
 
Note: Hotel sales tax or room tax, if any, should be added under the Expenses tab for CONUS trips. However, 
changes to lodging costs (or M&IE) should be made on the Per Diem Entitlements screen, including proportional 
meal rates. 
a. Click Travel on the navigation bar.  
b. Select Lodging on the sub-navigation bar. 
c. Click Edit in the Trip Summary column for the lodging that requires changes. The Lodging box displays the 

lodging information from the auth. 
d. Change dates as necessary in the Lodging box. 
e. Click Enter Actual Lodging Cost if lodging costs require updating. The Per Diem Entitlements screen opens. 
f. Click Edit for the date on which changes are necessary.  

-OR- 
Click Remove to delete the lodging entry. 

 
Rental Car 

 
4 

 
 
If a rental car was included as part of the auth, and the original information changed, use the Rental Car tab.  If a 
rental car was booked offline or was not included in the auth, use the Expenses tab to enter the costs as a 
Commercial Auto non-mileage expense. 
a. Click Travel on the navigation bar.  
b. Click Rental Car on the sub-navigation bar. 
c. Click Edit next to the rental car that requires changes. 

-OR- 
Click Remove to delete the rental car entry. 

d. Change the dates, times, cost and method of reimbursement in the Car Rental box, as necessary.  
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Expenses 

 
5 

 
 
After travel, you can add, update, or delete your expenses in the Expenses section to reflect actual costs.   

a. Click Expenses on the navigation bar.  
b. Click Non-Mileage on the sub-navigation bar to enter expenses such as hotel taxes, parking fees, gasoline, 

and other non-mileage expenses.  You can also chose to edit/remove expenses populated from your 
authorization by clicking on the edit or remove link next to each expense. You may also add expenses from 
the link create an expense item from a government charge card transaction. If you do make a change 
remember to “SAVE EXPENSE” before moving on. 

c. Click Mileage on the sub-navigation bar to claim expenses for mileage. 
d. Click Per Diem Entitlements to modify the traveler’s entitlements.  
e. Click Substantiating Records to add receipts and any supporting documents by one of two methods 

described below.  Remember, receipts are required for any items costing $75 or more, for all lodging costs 
regardless of price, and for all airline tickets  Also, any non-travel type expense (such as emergency supplies) 
require receipts regardless of price. Also, for OCONUS travel you must show the currency exchange rate 
used to calculate your expenses either on the receipts or a separate piece of paper (e.g. 45 Euro = 1 US $) 

 
Fax Method 

 
1. Click Print Fax Cover Sheet, choose the printer and click Print. The bar code on the fax sheet is unique to 

each document name and must be printed and attached for each submission. 
2. Use the fax cover sheet as the first page and fax it and all supporting documents and receipts to the telephone 

number on the fax cover sheet. 
 

 Scan and Upload Method 
 

1. Click Browse next to the Upload Scanned Receipts field. Locate and select the scanned file. 
2. Click Open.  
3. Click Upload.  Once the file is uploaded a Notes field displays.  
4. Enter descriptive information about the file.  
5. Click Save Notes.  The screen will refresh. 

 
Lines of Accounting 

 
6 

 
 
a. Select the correct LOA from the Accounting Label drop-down menu. 
b. If an LOA needs to be deleted and there have been no payments to the LOA, click remove next to the LOA. 
c. If needed and if no payments have been made on the LOA, click Allocate Expenses. 
d. Select the Accounting Code needed for each allocation.  
e. Click Save Allocations. The Expense Summary box will display a breakdown of the expenses pertaining to 

each LOA.  
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7 Additional Options 

 

 
 
The Additional Options tab enables you to view and change other types of information in DTS. 
a. Click Profile to update the traveler’s personal profile. 
b. Click Payment Totals to view the voucher totals and adjust amount to your govcc. 
c. Click Partial Payments to view a schedule of partial payments, if the auth included SPPs. You may not request 

an advance after travel is complete. 
  

Review / Sign 
 
8 

 
 

The Review / Sign tab initiates the final steps. 
a. Click Review/Sign.  The Preview screen opens.  Review the information.   
b. Click edit or remove to update information.  If necessary, add comments to the AO.  Do not use any special 

characters in any text box such as $,* etc. 
c. (Optional) – Click Other Auths on the sub navigation bar. If special documentation is required on the voucher, 

click Add Additional Authorizations for this trip. Place a check in the box next to the appropriate 
authorization.   

d. Click Add at the bottom of the page. 
e. Click Save and Proceed to Pre-Audit at the bottom of the page.  
f. Enter justifications to the AO in each Comment box of the flagged items. Justifications are mandatory.  Do not 

use any special characters in any text box such as $,* etc. 
g. Click Save and Proceed To Digital Signature. 
h. Submit this document as defaults to SIGNED, do not change. 
i. (Optional) Enter comments in the Remarks box.  
j. Click Submit Completed Document. 
k. Enter your PIN or password in the Digital Signature Login window.  
l. Click OK. 
 
 
A traveler can edit a document that has been stamped SIGNED.  An adjustment is a change to a 
voucher before the AO applies the APPROVED stamp. An amendment is a change to a voucher 
after the AO applies the APPROVED stamp.  
 

 
 
 

Adjust and Amend 
Vouchers

 
Create an Adjustment 

 
a. Mouse over Official Travel on the menu bar on the DTS User Welcome screen. 
b. Select Vouchers.  
c. Click view/edit next to the desired document. 
d. Clear the Open Document VIEW-ONLY check box. 

 20



Defense Travel System (DTS) User's Guide 
NRL Version 2.0 

 

 
 

e. Enter your PIN or password.  
f. Click OK. The Preview screen opens. 
g. Click edit next to the items that need adjusting. 
h. Click Review/Sign.  
i. Click Pre-Audit to justify any changes. Do not use any special characters in any text box such as $,* etc. 
j. Click Save and Proceed to Digital Signature and stamp the voucher SIGNED.  

 
Create an Amendment 

 

 
 
a. Mouse over Official Travel on the menu bar on the DTS User Welcome screen. 
b. Select Vouchers.  
c. Click amend next to the desired document. 
d. Enter justification in the Comment box. Do not use any special characters in any text box such as $,* etc. 
e. Enter your PIN or password in the Digital Signature Login window. 
f. On the Preview screen, click edit next to the items that you will amend. Make changes and save. 
g. Click Digital Signature under the Review/Sign tab and stamp the document SIGNED. 
h. Enter your PIN or password on digital signature screen. 
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Chapter 4: Create a Local Voucher - Instructions for Travelers 

 
A local voucher is a request for reimbursement of expenses incurred during local travel, travel in and around a 
permanent duty station (PDS), or miscellaneous expenses.   
 

 
Log On to DTS 

 
a. Insert the CAC into the reader.   
b. Access the DTS Home page: http://www.defensetravel.osd.mil.  
c. Click LOGIN TO DTS. 
d. Read the Security Alert screen.  
e. Click Accept to the DoD Privacy & Ethics Policy.  
f. The digital signature window opens. The Key File displays. 
g. Enter your PIN (or password).  
h. Click OK.  
 

Create a Local Voucher 
 

 
 
a. Mouse over Official Travel on the menu bar on the DTS User Welcome screen. 
b. Click Local Vouchers on the drop-down list. 
c. Created Local Vouchers display in the Existing Vouchers section. 
d. Click Create New Local Voucher. 
e. The Profile Validation screen will appear, click OK.  Once you have verified your information is correct, click 

Update Personal Information, then click OK. 
f. Complete the Local Voucher Date field. This defaults to the date you create the local voucher; however you 

should change it to the last date an expense was incurred. 
g. Click OK. The DTS Expenses feature displays. 
 
 

Expenses 1 
 

 
 

Non-Mileage Expenses: Add Individually 
 

a. Click the Select Expense Type drop-down list. Select an expense. If the expense is not listed, type it in the -
OR- field.  

b. Complete the Event Purpose field with the reason for the expense.  
c. Complete the Cost field with the expense amount. 
d. Complete the Date field with the date that the expense was incurred. 
e. Click the Method of Reimbursement drop-down list. Select the method. 
f. Enter up to two expenses. Click Save Expenses.  
g. Enter and save additional expenses one at time. 
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Non-Mileage Expenses: Add From the Government Credit Card (GOVCC) 

 

 
 
a. Click the create an expense item from a government charge card transaction link.  
b. The transactions display. Click Add next to the charge that you want to add to the local voucher.   

Note: Charge card transactions that do not display an Add link cannot be expensed. If the check box  
to the left of a transaction is marked, the transaction has been used for vouchering. 

c. Click the Expense Type drop-down list. Select an expense. If the expense is not listed, type it in the -OR- field. 
d. Click OK. 
e. Click Save Expenses. 
 

Mileage Expenses 
 2 

 
 
The two types of mileage are as follows: 
In-and Around Mileage. This is mileage that begins and ends at the TAD/TDY location. 
Private Auto (or Motorcycle) Mileage. This is mileage that begins and ends at the traveler’s duty station or 
residence. 
 

In-and-Around Mileage-Private Auto or  
In-and-Around Mileage-Private Motorcycle 

 

 
 
a. Click the Expense Type drop-down list. Entries for each mileage type are shown above and below. 
b. Select the mileage type. 
c. The Event Purpose field automatically populates. 
d. Complete the Location field.  
e. Complete the Date field of the expense.  
f. Complete the Miles field with the number of miles driven.  Click somewhere in the box to calculate mileage 

total. 
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Note: You may claim expenses for multiple dates on one local voucher as long each expense precedes the local 
voucher date.  

 
Private Auto Mileage-Owner/Operator or Private Motorcycle Mileage-Owner/Operator 

 
a.   The Event Purpose field automatically populates. 
b.   Select Duty Station or Residence in the two   Profile Locations boxes to complete the From and To fields. The 

screen refreshes, the new fields depend upon the entries in the From and To fields. 
c.   If you selected Duty Station, enter the mileage from the PDS to the location. 

-OR- 
If you selected Residence, use the following steps:  
1.  Enter the mileage from the PDS to the location.  
2.  Click the Normal one-way mileage radio button.  
3.  Complete the Normal one-way mileage from Residence to PDS field. 

-OR-  
Click the Daily one-way commuting cost from Residence to PDS radio button. Enter the amount in the 
box. 

4. To claim a round trip mileage expense, check the box next to Check box to create a separate expense for 
round trip.  

d.   Click Save Expenses when all expenses are added.  
 

3 Substantiating Records 
 

 
 
Use the Substantiating Records link to add supporting documents to a local voucher by one of two methods: 
 

Fax Method 
 

a.    Click Print Fax Cover Sheet, choose the printer and click Print. The bar code on the fax sheet is unique to 
each document name and must be printed and attached for each submission. 

b.    Use the fax cover sheet as the first page and fax it and all supporting documents and receipts to the telephone 
number on the fax cover sheet. 
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 Scan and Upload Method 
 

a. Click Browse next to the Upload Scanned Receipts field. Locate and select the scanned file. 
b. Click Open.  
c. Click Upload.  Once the file is uploaded a Notes field displays.  
d. Enter descriptive information about the file.  
e. Click Save Notes.  The screen will refresh.  

 
4 Lines of Accounting 

 

 
 
a. Select Accounting on the navigation bar. -OR- Continue at the bottom of the Expenses screen. 
b. Click the Shared LOA drop-down list and select the 08 Local (DN1400173) accounting label for the trip.  
 
**Refer to Chapter 6: Entering Job Order Numbers in the Defense Travel System for information on recording 
accounting information. 

c.    Click Additional Options on the navigation bar. 
 

 Additional Options 
 5 

 
 
a. Select Additional Options on the navigation bar. 
b.    Click Comments to complete the Comments for Local Voucher field with comments to your AO. Do not use 
any special characters in any text box such as $,* etc. 
c. If comments added, click Save Comments and Proceed to Payment Totals.  Otherwise proceed with d. 
d. Click Payment Totals to view or edit how you will be reimbursed; to your personal account or to the GOVCC. 
e. Click Profile to change information in your personal profile. 
 

          Review / Sign 
 

6 

 
 
a. Click Review/Sign on the navigation bar.   
b. Review the information on the Preview screen.  Use the edit links to update information. 
c. Click Pre-Audit or click Continue at the bottom of the screen.  
d. Complete the Justification to AO box for each of the flagged items. Justifications are mandatory.  Do not use 

any special characters in any text box such as $,* etc. 
e. Click Save and Proceed To Digital Signature. 
f. The Digital Signature screen opens. The Submit this document as drop-down list defaults to the SIGNED 

stamp. 
g. (Optional) Complete the Additional Remarks box with any comments.  
h. Click Submit Completed Document. 
i. Enter your PIN or password. 
j. Click OK. 
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 A traveler can edit a document that has been stamped SIGNED.  An adjustment is a change to a 
local voucher before the AO applies the APPROVED stamp. An amendment is a change to a 
local voucher after the AO applies the APPROVED stamp.  
 
 
 
 
 

Adjust and Amend 
 Local Vouchers

An amendment to a local voucher is normally for correcting a rejected local voucher.  If expenses need to be added 
to a local voucher after it has been APPROVED, a new local voucher should be created. 

 
Create an Adjustment 

 
a. Mouse over Official Travel on the menu bar on the DTS User Welcome screen. 
b. Select Local Vouchers.  
c. Click view/edit next to the desired document. 
d. Clear the Open Document VIEW-ONLY check box. 

e.  
f. Enter your PIN or password. Click OK. 
g. Click Pre-Audit under the Review/Sign tab to add justifications for any changes. Do not use any special 

characters in any text box such as $,* etc. 
h. Click Save and Proceed to Digital Signature and stamp the document SIGNED.  

 
Create an Amendment 

 
a. Mouse over Official Travel on the menu bar on the DTS User Welcome screen. 
b. Select Local Vouchers.  
c. Click amend next to the desired document. 
d. Complete the Comments box with a reason for the changes. Do not use any special characters in any text 

box such as $,* etc. 
e. Enter your PIN or password. Click OK. 
f. On the Preview screen, click edit next to the items that you will amend. Make changes and save. 
g. Click Digital Signature under the Review/Sign tab and stamp the document SIGNED.  
h. Enter your PIN or password in the Digital Signature window. 
 

 26



Defense Travel System (DTS) User's Guide 
NRL Version 2.0 

 
Chapter 5: Review and Approve DTS Documents - Instructions for 

AOs and ROs 
  

 
This chapter will assist Authorizing Officials (AOs) and Reviewing Officials (ROs) in using the DTS Route & 
Review process.   
 
 
Route & Review begins when a user/traveler applies the SIGNED stamp to an authorization (auth), a voucher from 
authorization (voucher), or a local voucher. DTS routes the document. Auths that require reservations will route to 
SATO, the Commercial Travel Office (CTO). Next, Auths will route to the Branch Head for review, and then to the 
Administrative Officer for review.  If TDY is to OCONUS location, the auth will then route to Code 1200, then to 
the Division Head for review, and finally to the ADOR for Approval.  For CONUS travel, the auth routes from the 
Admin Officer to the Division Head for final Approval.   
 
Appendix O of the Joint Federal Travel Regulation (JFTR) and the Joint Travel Regulation (JTR) describe the rules 
for TDY travel in DTS. Access them through the DTS Home Page by clicking on the Links.  
 

Log On to DTS 
 

a. Insert the CAC into the reader.  
b. Access the DTS Home page: http://www.defensetravel.osd.mil.  
c. Click LOGIN TO DTS. 
d. Read the Security Alert screen. Select Yes. 
e. Click Accept to the DoD Privacy & Ethics Policy.  
f. The digital signature window opens. The Key File displays. 
g. Enter your PIN (or password).  
h. Click OK.  
 

Review Documents 
 
1 

 
 
a. Click Click Here next to Documents Awaiting Your Approval on your User Welcome screen. The Documents 

in Routing screen opens. The Sorted by Awaiting Status is the default sort method. 
b. Click the column header if you prefer to sort the documents by type, traveler, or departure date. 
c. Click review next to the document you want to approve. The Preview Trip screen opens. 
 

 
 
d. Check the information in the traveler’s itinerary by scrolling through the page.  To review/confirm the job order 

(line of accounting (LOA)); click view next to Accounting Code in the Accounting Summary section.  Return to 
top of the page when completed with this portion of the review. 

e. Click Substantiating Records to view attached receipts and any other documentation (such as Security 
forms…). 

f. Click Document History, to view previous actions and stamps applied to this document; then click on the View 
Adjustments button to see a list of individuals who made adjustments to the document. 
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g. Click Other Auths on the sub-navigation bar to view any other authorizations added to this document. 
 

 
 
h.  Click Pre-Audit on the sub-navigation bar to view justifications. 
 
i. Review the justifications and determine if any changes are necessary. See Section 2 if you need to return the 

document to the user. 
 

 
 
j. Click Digital Signature. The Digital Signature screen opens.  
k. Next to Submit Completed Document, the stamp you are assigned will default:  ROs shall select REVIEWED 

and AOs shall use APPROVED (incorrect use of these selections cause DTS errors and re-routing of the entire 
order).  Change the default only when “RETURNING” or “CANCELLING” a document.   

l. Enter your PIN or password in the Digital Signature window. 
m. Complete the signing process. 
 

Return Documents to Travelers 
 

2 

Stamping the document RETURNED routes it to the individual who initiated it. When applying the RETURNED 
stamp, you must explain in the “Additional Comments” box, what corrections the user should make. The individual 
should make the corrections and stamp the document SIGNED.  
 

 
 
a. Click Digital Signature. The Digital Signature screen opens.  
b. Click the Submit this document as drop-down arrow and select RETURNED. 
c. Click Submit Completed Document. 
d. Enter your PIN or password in the Digital Signature window. 
e. Complete the signing process. 
 

Adjust (or Change) Documents Before Approval 
 

3 

The AO or RO can edit a travel document before approving or reviewing it. This is called creating an adjustment. 
a. Click Adjustments on the navigation bar. 
 

 
 

b. Clear the check from the Open Document VIEW-ONLY check box.  
c. Enter your PIN or password in the Digital Signature window. The Preview Trip screen opens. 
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d. Click Itinerary on the navigation bar. 
e. Change the Start Date or End Date field.  
f. Click Per Diem Locations in the  

sub-navigation bar. 
g. Click OK to the Entitlements Update prompt. 
h. Click OK to the warning. Each date field now contains a question mark.  
i. Click Edit under Location in the Trip Summary. 
j. Click OK to the warning. 
k. Enter the correct dates in the Per Diem Location box (left side of the screen). 
l. Click Save Changes.  
m. Click OK to the Entitlements Update prompt. 
n. To change or remove air fare, rental car or lodging reservations, click Travel on the navigation bar.  
o. Choose either Cancel All and Start Over or Change and Cancel Separately. 
p. Under the trip summary choose cancel or change next hotel, rental car or hotel as applicable. 
q. Click Digital Signature. The Digital Signature screen opens.   
r. If the adjustment included changes to the reservations, click the Submit this document as drop-down arrow 

and select SIGNED. The document will reroute to the CTO.  
-OR- 
If the adjustment did not change the reservations, click the Submit this document as drop-down arrow and 
select APPROVED or REVIEWED. 

s. Complete the Remarks box to alert the traveler of adjustments made to the document.  
 
 4 

Print Documents 
 
a.    Open the Preview screen. 
b.    Click Print.  
 

Delegate Signature Authority 
 
5 

ROs and AOs can delegate signature authority to another RO or AO for a time period when the primary AO/RO and 
their assigned alternates will not be able to perform normal signing tasks. When signature authority is delegated, 
DTS routes the document to the primary official, the alternate(s), and the delegated authority. Once the document is 
signed by any of the officials, it is removed from both Route & Review lists. 
To delegate this authority: 
a.    Mouse over Traveler Setup on the navigation bar. 
b. Click Delegate Authority. 
c. Click Select next to the name of the individual to whom the authority is to be assigned. 
d. Click OK in the Assign Authority box.  
e. Enter your PIN or password in the Digital Signature Login box. 
f. Click OK. 
Note: In order for the RO/AO to delegate authority, the individual selected to sign documents for the RO/AO must 
have the appropriate permissions and privileges to perform the required tasks. 
 
To revoke this authority: 
a. Mouse over Traveler Setup on the navigation bar. 
b. Click Delegate Authority. 
c. Click Remove to the right of the name on the Delegate Authority list. 
d. Click OK to the question about revoking delegation authority. 
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AO and RO Check Lists  
 

Auth Check List 
 

1. Is this TDY trip necessary? 
2. Is the number of travelers appropriate (Group Travel)? 
3. Are funds available? 
4. Is the LOA correct? 
5. Were correct procedures followed for premium- class air travel requests with flag officer approval? 
6. Did the traveler choose a city-pair flight? If not, was DoD travel policy followed? 
7. Is the mode of travel advantageous to the government? 
8. Is a rental car needed? 
9. Will travelers to same site share the rental car? 
10. Does the traveler require Variations Authorized? 
11. Did the traveler justify a non-compact vehicle? 
12. Did traveler depart at a reasonable time? 
13. Is the per diem location correct? (TDY mission) 
14. When military lodging is not available, is a non-availability number provided (military only)? 
15. Are lodging costs above per diem necessary? 
16. Are non-FEMA compliant lodging arrangements justified? 
17. Are there registration fees? What is covered? 
18. Is leave to be taken during TDY? 
19. Are travel arrangements paid with appropriate form of payment (GOVCC or personal)? 
20. Foreign travel: Have clearances been obtained and uploaded in DTS as substantiating documents. 

 
RO Voucher Check List 

 
1. Did traveler add expenses after the auth was approved? 
2. Was voucher reviewed against auth? 
3. Were all actual reimbursable expenses claimed? 
4. Was the mode of travel consistent with auth? 
5. Were claimed long distance calls authorized? 
6. Were claimed calls home in accordance with JFTR - JTR, Appendix O? 
7. Did traveler claim gasoline and prepaid gas? 
8. Did traveler claim hotel taxes? (Foreign locations include all taxes.) 
9. Are GOVCC charges split disbursed? 
10. Did traveler account for meals provided? 
11. Are required receipts attached to the voucher?  To check for this, open the voucher through the Adjustments 

link. Click Expenses > Substantiating Records. Receipts are required for lodging and all other receipts for $75 
or more. 

12. Did traveler follow procedures for returning unused or partially used tickets? 
 

Actions That Occur When a Document Is Stamped APPROVED  
 
• Travel Authorization Number (TANUM) is permanently assigned.  
• Key data is encrypted for auditing and legal use. 
• Passenger Number Request (PNR) is built for CTO in reservations system. 
• Document is stamped with name of signer and date. Document becomes view-only. 
• DTS sends an e-mail to the traveler. 
• Financial transactions are transferred from DTS to NRL IMPS to commit/obligate funds. 
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Chapter 6: Entering job order numbers in the Defense Travel System 
(DTS) – (Step 7 in Chapter 2 “Create an Authorization:  Traveler 

Instructions") 
 
 Lines of Accounting (LOAs)    
 

 
 
The purpose of this chapter is to describe the procedures for entering the job order(s), overhead function(s), and 
associated cost element(s) to charge the costs of travel via the DTS.  In DTS, this information is referred to as the 
Accounting Code or Line of Accounting (LOA).  
 
 

 

1.  Click on Accounting from the light blue 
tool bar on the top of the screen. 

7 
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2.  Scroll to the Accounting Label, click on 
the drop down box, then select the “07 
TDY” label (this label will change based on 
FY).

 

 
 

3.  The screen will refresh as shown above.  The right side of the screen displays the Expense Summary box, with the 
anticipated costs for this trip, which were entered during the previous steps of creating the travel authorization, listed 
by expense category below the accounting label 07 TDY, (this label will change based on FY). 
 
Click on the >view/edit link, to enter the job order number.  The screen will refresh as shown below.   
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4.  Scroll down to Account 10.  Do not change, add, or remove any of the data in Accounts 1 through 9; any 
changes will result in rejection of the travel authorization and/or significant rework to correct the accounting 
information. 
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Important:   Ensure that all asterisks (******) are removed from the CC field. 
Click on the blue “SAVE” button after the job order/function/Cost Element is correct. 

5.  Enter the direct job order or overhead 
cost element in the CC: field in Account 
10 in the correct format as specified on 
the next page.  REMEMBER:  DO NOT 
ADD, CHANGE, OR DELETE ANY OF 
THE DATA IN THE OTHER 
ACCOUNT SECTIONS/FIELDS. 
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6.  Job Order/Function/Service Alternate Entry Format:  The following provides the correct format for 
recording the direct job order and overhead cost function in DTS.  Note that the 2-digit cost element is also 
considered part of this format.  It is extremely important that data be entered correctly to avoid the cumbersome 
correction process. 
 

Direct Reimbursable Job Order:
            CORRECT FORMAT TO 
                     JOB ORDER        COST ELEMENT       ENTER IN DTS 
                     819103065               21             81910306521 
                     819103065              78             81910306578 
 
In Account 10, CC field enter all 11 digits – DO NOT use dashes. 
 
General and Administrative (G&A), Production (PROD), and Service Cost Center  
(SCC) Functions: 
             CORRECT FORMAT TO 
        FUNCTION        COST ELEMENT        ENTER IN DTS 
      G&A     337101               21              33710121 
      PROD     616010               78              61601078 
      SCC     144502               23              14450223 
 
In Account 10, CC field enter all 8 digits – DO NOT use dashes. 
   
Research and Development Service Alternate Job Order (Code 3500): 
 
        Alternate         CORRECT FORMAT TO 
      Charge Number          COST ELEMENT         ENTER IN DTS    
       35803D704                21              35803D70421 
       35803D708                24              35803D70824 
 35803D757       23       35803D75723 
 
In Account 10, CC field enter all 11 digits – DO NOT use dashes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reminder:  Cost Elements in the 2x series (21, 23, and 24) are typically used for travel purposes.  Additionally, Cost 
Element 78 (Lecture Fees, Conferences, Mtgs & Symposia) is used in DTS to account for registration fees if paid 
via the travel authorization rather than the Division Government Purchase Credit Card.  Consult with Code 3352.2 if 
any other Cost Elements should be used. 
 
Also, Cost Element 29 will be re-titled as “CBA Travel Transportation Costs” and will be used only when non-
Travel Cardholders use DTS via the Centrally Billed Account (CBA); however, the CBA option is not available at 
NRL at this time. 
 
Cross Charging Job Orders in DTS 
When TDY/TAD expenses will be charged to a job order/function “owned” by a Division that is not the employing 
Division of the traveler, the Division “owning” the job order/function shall submit a memorandum authorizing such 
cross charging to Code 3352.2 so that an appropriate temporary edit/authorization can be made in IMPS.  See 
sample in Chapter 10. 
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7.  If only one job order (or one function) and Cost Element combination is being used for the travel authorization, 
this portion is complete once Account 10, CC field is properly recorded.  Click on the blue “Save” button after the 
job order/function/Cost Element is correct, and proceed to Additional Options to complete the travel authorization.   
 

 
 
8.  However, if more than one job order, function, or Cost Element combination will be used for the travel 
authorization, click on the blue “Save” button; when the page refreshes instead of moving to Additional Options, 
stay in Accounting and click on the “Shared LOA” drop down. 
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Once the drop down box next to Shared LOA is clicked, a list of Lines of Accounting (LOA) options will display.  
Select from the list to establish the additional job order/function/cost element option(s).  The available options are 
described below:   
 
07 CBA (DN1400173) – Used to allocate airfare cost when charged to NRL’s Centrally Billed Account.  NOTE: 
NRL does not have a CBA account in DTS at this time, so DO NOT select this option without approval from Code 
3352.2. 
 
07 LOCAL (DN1400173) – This option is used when preparing a Local Voucher.  Upon selecting this option, Cost 
Element 23 will automatically populate Account 10, CC field; however, traveler must still remove the asterisks and 
enter the appropriate job order/function information.   
 
07 OTHER 1 (DN1400173) – This option is used when a travel authorization is charged to two different job 
orders/functions/cost elements.  (The first job order/function/cost element was established under the initial 
Accounting Label “07 TDY”. 
 
07 OTHER 2 (DN1400173) – This option is used when a travel authorization is charged to three different job 
orders/functions/cost elements.  (The first job order/function/cost element number was entered under accounting 
label “07 TDY”, the second Shared LOA “07 OTHER 1”.) 
 
07 REG FEE (DN1400173) – This option is used when the travel authorization includes the cost of registration fees.  
Upon selecting this option, Cost Element 78 will automatically populate Account 10, CC field; however, traveler 
must still remove the asterisks and enter the appropriate job order/function information. 
 
07 TRAINING (DN1400173) – This option is used when the travel authorization includes the cost of training fees.  
Upon selecting this option, Cost Element 24 will automatically populate Account 10, CC field; however traveler 
must still remove the asterisks and enter the appropriate job order/function information. 
 
In this example, 07 REG FEE (DN1400173) is selected so that this travel authorization will be allocated to one 
direct job order, but two Cost Elements:  CE 21 for the basic travel costs, and CE 78 to account for the registration 
fee.  (Thus, this authorization is considered to have two LOAs.)  After selecting 07 REG FEE (DN1400173) the 
page will refresh as shown in the next screen shot.  Two Accounting Labels and LOAs will display.  The two 
Accounting Labels also appear on the right side of the screen to show the allocation of costs between the two LOAs.  
However, initially all costs will show as allocated to the first LOA, 07 TDY; this will be the normal situation until 
the traveler takes additional steps to establish multiple LOAs (in this example 07 REG FEE has been selected) and 
then enters the LOA data (the job order information in Account 10) and allocates costs. 
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9.  The next step is to enter the job order/function/cost element associated with the second LOA.  Click on 
>view/edit link in the line of the appropriate Accounting Label.  Note that if the job order/function/cost element 
associated with the initial LOA (in this case “07 TDY”) had not been entered yet, it could also be completed at this 
time.  Follow steps 4 through 7 as shown on pages 3, 4, and 5 to enter the appropriate job order/function/cost 
element information.  (Click on the >view/edit link(s) of the remaining Accounting Labels, follow steps 4 through 7, 
until all accounting data is completed.)   
 
10.  After entering the accounting data, the page will refresh (after clicking on the blue “SAVE” button, which must 
be done for each Accounting Label).  It is now time to allocate the travel costs between multiple job 
order/function/cost element combinations.  Scroll down to “How to Allocate:” click on the drop down box and 4 
methods of allocation are available: 
 

By Dollar Amount 
By Expense Category 
By Percentage 
By Date 

 
Until further notice, the only acceptable allocation method is “By Dollar Amount.”  Select “By Dollar Amount” and 
then click on the light blue button “Allocate Expenses.”  Pages 40-42 provide brief descriptions of the processes to 
allocate by the other three methods, but these methods should not be used without approval of Code 3352.2 or until 
further notice. 
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11.  After selecting “Allocate Expense” the screen will refresh, looking similar to the one below.   The entitlements 
(or estimated expenses) are shown on the left side of the screen by category.  Typically these expenses are initially 
allocated, by default, to the Accounting Label appearing first (alphabetical listing), in this example “07 REG FEE.”  
To change/correct this allocation, just click on the radio button in the column of the correct Accounting Label; only 
one Accounting Label (column) can be selected per expense item. 
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The screen above shows that all expenses have been moved to the 07 TDY label except the Registration Fees, which 
remains in 07 REG FEE.   
 

 
 

 

12.  Once the expenses have been correctly moved 
to the appropriate Accounting Label column, click 
on the “Calculate Totals” button. 

13.  The screen will refresh, displaying the revised 
calculations at the bottom of each column. 
 
Click on the “Save Allocated Expenses” button. 
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14.  The page will refresh as shown below.  The Expenses Summary section on the right side of the screen now 
reflects the appropriate costs for each Accounting Label.   
 

 
 
 
If all Accounting Labels/LOAs had been entered and expenses allocated (in the above example 2 Accounting 
Labels/LOAs were used and completed), this portion of preparing the travel authorization would be complete.  
Traveler (or Travel Clerk) would continue the remaining steps to complete the travel authorization.  The next step 
would be to return to the top of the screen and move from Accounting to Additional Options, i.e., proceed to Step 
8 in Chapter 2 “Create an Authorization:  Traveler Instructions.”   
 
 
             Additional Options 
 

8 

 
 

Supplemental Information: 
 

Using “How to Allocate:” by the other three methods, not currently used at NRL at this time: 
 

By Expense Category 
By Percentage 
By Date 

 
Reminder:  NRL DTS users shall allocate using the “By Dollar Amount” method until 
further notice. 
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A.  By Expense Category 
 

 
 
 

 

A.  Select “By Expense Category” and then 
“Allocate Expenses”.  The screen will refresh as 
shown below.  Click the radio button to indicate the 
Accounting Code/LOA to assign for each Expense 
Category. 
 
Without prior approval, this allocation methodology 
should not be used as it is unlikely to result in 
appropriate cost allocation in most  cases.  

 
 
B.  By Percentage 
 
After selecting “How to Allocate:  By Percentage” and clicking on the blue “Allocate Expenses” button, the screen 
will refresh similar to the screen shown below.  Enter the percentage of costs to allocate to each Accounting 
Label/LOA.  The total allocation must equal 100%.  Once the allocation properly equals 100%, click on “Calculate 
Totals” to update the Expenses Summary on the right side of the screen.  Then click on “Save Allocated Expenses.” 
If the “Percentage that is not allocated” does not equal 0%, the “Save Allocated Expenses” will not process.  This 
method should not be used without prior approval as it will not result in proper cost accounting in all cases. 
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C.  By Date 
 
After selecting “How to Allocate:  By Date” and clicking on the blue “Allocate Expenses” button, the screen will 
refresh similar to the screen shown below.  Enter the “Start Date” and “End Date” to assign to each Accounting 
Code/LOA (can use the calendar feature to the right of each data block to select dates).  Dates must be entered for 
each Accounting Label or an error message will display:  “Enter a start date on each account.  Enter an end date 
on each account.”  This method should not be used without prior approval.   
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Chapter 7: Actual Expense Allowance (AEA) in the Defense Travel 
System (DTS) -  (Step 6 in Chapter 2 “Create an Authorization:  

Traveler Instructions”) 
 
The NRL policy regarding the Actual Expense Allowance (AEA) remains unchanged from the NRL Instruction 
4650.18E (specifically in paragraph 0508) except for the following two changes applicable specifically to travel 
orders/authorizations prepared in DTS: 
 
(1)  Request and approval of AEA will be documented within DTS; procedures are discussed below.  The request 
and approval of AEA via a separate memo is no longer required.  
 
(2) Per Appendix O of the JTR and JFTR: “If the CTO can find only lodging that costs more than the published 
maximum rate, the AO may authorize the higher amount, such that the actual lodging cost and the per diem M&IE 
does not exceed 300% of the published rate (lodging plus M&IE).”  This higher threshold is applicable only to travel 
orders/authorizations prepared in DTS.  The Approving Official (AO) should use due diligence in allowing any 
deviation from the standard per diem rates.  Any AEA must be fully documented/justified, particularly using the 
higher threshold.   
 
1.  AEA is initially recorded in DTS when creating a travel authorization, specifically refer to Step 6 in Chapter 1 
“Create an Authorization:  Traveler Instructions.” 
 
  
  Expenses 
 

6 

 
 

 

1.  In the Expenses module, select the Per Diem 
Entitlements tab.  Select the Edit button link 
next to the day(s) that AEA will be required if 
the AEA is applicable to only a portion of the 
TDY. Select the Edit All button at the bottom of 
the screen if the AEA is applicable for the entire 
duration of the TDY.   
 
(Use the Reset and Reset All buttons to restore 
the lodging rates to the original amounts.) 
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2. The page will refresh to appear similar to the screen shown below.  Under the light blue heading titled “Per Diem 
Rates,” scroll down to the lodging box and change the rate to reflect the actual lodging rate.  Reminder:  For 
CONUS TDY include only the lodging rate, do not include any associated taxes; typically taxes are not charged to 
federal travelers, but if charged will be itemized as a separate reimbursable expense.  For OCONUS, foreign taxes 
are included in the per diem rate.  There is no provision in DTS to approve a higher M&IE rate; this AEA feature is 
only used when lodging costs exceed the established per diem rate.   

 
 
 

 

3.  Scroll down to the section with the light blue 
heading titled “Other Per Diem Entitlements.”  Click 
the radio button next to Actual Lodging. 
IMPORTANT: If this radio button is not selected, 
AEA will not be documented/requested for the 
Authorizing Official to review/approve.   
 
Once the radio button is selected, the page will 
refresh.  Scroll down to the bottom of the page and 
click on Save these Entitlements. 

 
 
4.  Complete the remaining Steps 6, 7, and 8 (following Chapter 2 “Create an Authorization:  Traveler 
Instructions”).  During Step 9, additional information will be required to complete the AEA request/justification 
process. 
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9 Review / Sign 

 

 
 
5.  In the Pre-Audit tab of the Review/Sign module, Actual Expense will appear as a “Flagged” item, as shown 
below.  The Traveler (or Division Travel Clerk) will enter an appropriate justification (Do not use any special 
characters in any text box such as $,* etc.)  for the use of the higher AEA rather than the standard per diem rates.  
For example, a typical justification for the use of AEA is when staying at a hotel hosting a conference so that “By 
staying at the conference hotel no rental car, gas, or parking will be needed.  This is less costly to the government.”  
This justification is recorded in the box for “Justification to Approving Official.” 
 

 
 
6.  Once the travel authorization is signed by the traveler, the Reviewing and Approving Officials will be able to 
evaluate the justification, and the associated higher costs, before making a decision to approve the AEA. 
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Chapter 8: Correcting Unallocated Travel Charges Chapter 8: Correcting Unallocated Travel Charges 

Until further notice, Unallocated Travel will be corrected by the NRL Travel Office.  Division 
Administrative Officers will receive e-mail correspondence from the NRL Travel Office advising 
of corrective action or requesting information.  

Until further notice, Unallocated Travel will be corrected by the NRL Travel Office.  Division 
Administrative Officers will receive e-mail correspondence from the NRL Travel Office advising 
of corrective action or requesting information.  

Unallocated Travel Charges refer to travel costs/obligations recorded in DTS against a closed, 
expired, non-existent, or otherwise invalid job order or overhead function.  Unallocated travel 
costs will be charged to Division overhead, via production overhead function 6001, G&A 
overhead function 7001, or Service Center function 4001.  The job order/function entered in DTS 
is verified in the NRL IMPS after the Authorizing Official approves the Travel Authorization.  If 
the job order/function fails the verification (e.g., job order is closed, non-existent, wrong format) 
then the costs will immediately be charged/obligated to the Unallocated Travel Costs function 
and appear in the “Unallocated Travel Charged to Division Overhead” report.  This report is an 
ADHOC report that is continuously updated as transactions are passed from DTS to NRL IMPS.  
The occurrence of Unallocated Travel Charges do not

Unallocated Travel Charges refer to travel costs/obligations recorded in DTS against a closed, 
expired, non-existent, or otherwise invalid job order or overhead function.  Unallocated travel 
costs will be charged to Division overhead, via production overhead function 6001, G&A 
overhead function 7001, or Service Center function 4001.  The job order/function entered in DTS 
is verified in the NRL IMPS after the Authorizing Official approves the Travel Authorization.  If 
the job order/function fails the verification (e.g., job order is closed, non-existent, wrong format) 
then the costs will immediately be charged/obligated to the Unallocated Travel Costs function 
and appear in the “Unallocated Travel Charged to Division Overhead” report.  This report is an 
ADHOC report that is continuously updated as transactions are passed from DTS to NRL IMPS.  
The occurrence of Unallocated Travel Charges do not delay or otherwise interfere with 
processing Travel Authorizations (reservations or approval) in DTS. 
 
 
Shown below is the “Unallocated Travel Charged to Division Overhead” report as it appears 
online; the report can also be printed. 

 Error message 
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Each record on the Report contains the following information:  
Document number, comprised as follows: 
     UIC (N00173) 
     Fiscal year indicator (08)  
     Travel type indicator (i.e. TO for TDY/TAD or RV for local travel) 
     5 digit TANUM (TANUM is an alpha numeric number randomly assigned by DTS) 
DTS Cost Code: This is the job order or function as entered into DTS. 
Traveler’s Name 
Travel Date:  The start date of TDY as entered into DTS 
Obligation Amount:  The total amount of estimated entitlements of the Travel Authorization as 
entered into DTS. 
Error Message:  The reason that the job order or function is invalid; this reason is located on the 
line below the record containing the above elements. 
 
There are 10 reasons, or Error Messages: 
 
1.  The job order does not exist. 
2.  The job order was closed prior to the trip start date. 
3.  Invalid Cost Code length.  Cost Code must be 11 or 8 characters in length. 
4.  The appropriation that funds this job order has lapsed. 
5.  The source code for this job order has been finalized. 
6.  Invalid cost element for local travel. 
7.  Invalid cost element. 
8.  Invalid cost element for CBA. 
9.  Cost element 29 is only valid for CBA transactions. 
10. Cross charge not authorized. 
 
Correction Process: 
Once a Travel Authorization appears on the “Unallocated Travel Charged to Division Overhead” 
report, the Travel Office staff shall take the necessary action to resolve the error.   
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Chapter 9: Acceptance of Contributed Travel 
 

NRLINST 4650.18E, Chapter 0225, Para 1a, 1c-e and Para 2a-d provide general guidance and 
instructions for preparing the Contributed Travel form (HQ-NRL 4650/3). 
 
Code 1008 requires that a copy of the Travel Authorization be attached to the Contributed Travel 
form for the legal review of the acceptance of contributed travel.  Accordingly, the traveler shall 
print/attach a copy of the DTS Travel Authorization using the DD1610 format.  For the purposes 
of this review Code 1008 requires only the traveler’s signature on the DD1610.   
 
When preparing the Travel Authorization in DTS, the traveler must state that Contributed Travel 
is being received in conjunction with this TDY/TAD; this statement shall be entered in the 
“Comments to the Approving Official” section (in the “Review/Sign” module). The traveler shall 
“Sign” the Authorization to ensure reservations are held.  
 
The Division shall complete the Contributed Travel form (signed by the Division Head), attach 
the DD1610 and any other documentation, and manually route to Code 1008 for review and 
approval. 
 
Once the Contributed Travel form has been approved/signed by Code 1008, the ADOR/Code 
8000, and/or Code 1000, and returned to the Division, the traveler/travel clerk must upload the 
approved Contributed Travel form and associated documentation as a substantiating document. 
The Administrative Officer shall ensure that the completed Contributed Travel form is uploaded 
with the Authorization prior to stamping it “Reviewed”.  
 
If the Contributed Travel request is disapproved, appropriate adjustments must be made to the 
Travel Authorization in DTS. 
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Chapter 10: Sample Forms/Documents 
 

1. Travel Authorization – printed out in the Gov + format (standard DD Form 1610) 
2. Travel Authorization – printed out in the DTS default format 
3. Local Voucher – printed out in the DTS default format (note: local vouchers are only 

available for print in the DTS default format) 
4. Travel Voucher – printed out in the Gov + format (standard DD Form 1351-2) 
5. Travel Voucher – printed out in the DTS default format 
6. Trip Itinerary  
7. DTS Fax cover sheet – for uploading substantiating documentation 
8. Tax Exempt form 
9. Cross Charge Authorization Memo 
10. Direct Cite Form 
11. DD 1351-2 for additional approval – Sample 
12. Instructions for User Registration 
13. Common Pre-Audit Flags 

 

 

 

 50



Defense Travel System (DTS) User's Guide 
NRL Version 2.0 

 51



Defense Travel System (DTS) User's Guide 
NRL Version 2.0 
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DATE:
SUBJECT: TRAVEL FOR (INSERT NAME , RANK and DUTY STATION)

1.  The following Direct Cite Authorization is provided for travel for (insert name and full social security 
number), to attend (insert type of TDY and location of TDY) on (insert dates of TDY).  The following 
selection's are authorized: (Check all that apply)

EXPENSES ALLOWED                                TRANSPORTATION ALLOWED
Meals: □ Commercial Air
* □ CMR □ Incidental Exp. □ Train
* □ GMR □ Rental Car □ Bus
* □ PMR □ POV

* CMR - Commerical Meal Rate - this is the normal meal rate given for Government Travel.
* GMR - Government Meal Rate - this is normally used by Military Personnel or civilians when TDY
is on a military base.
* PMR - Proportional Meal Rate - this is used when one or more meals will be provided to the traveler 
at no cost.

2.  In view of this letter, NRL Travel Office will load the following job order information into DTS prior to 
the traveler preparing his or her DTS Authorization:

97 X 4930 NH4A 210  77777 0 000173 2F N 00173 (INSERT JOB ORDER NUMBER HERE)

3.  The estimated cost of this travel is $__________.

4.  Request a copy of the travel authorization and voucher be emailed to (insert email address here).

5.  If you have any questions, please contact the NRL DTS Help Desk at 202-767-3444
or email at help_dts@nrl.navy.mil

6.  Comments:

DIRECT CITE FORM
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INSTRUCTIONS FOR USER REGISTRATION 
DEFENSE TRAVEL SYSTEM 

 
NRL employees who travel, prepare travel orders, prepare travel vouchers, and/or 
review/approve travel orders/vouchers need to register in the Defense Travel System (DTS) at 
www.defensetravel.osd.mil.  The security software program DBSign must be installed on the 
computer used to access DTS; this software is available to download at no cost at the same 
website. You will need to have your Common Access Card (CAC), CAC PIN, and a CAC 
reader.  
 
To make completing this profile easier we suggest you have the following information available: 

- Your bank account number and bank routing number (bank routing numbers are always 9 
digits in length) for where you have your travel-related reimbursements direct-deposited. 
- Your Government VISA Travel Credit Card (referred to as GOVCC within DTS).   
- Your Social Security Number. 
 

Once you are able to access the DTS website please select the green icon reading “LOGIN TO 
DTS”. Next you will be prompted to “Accept” or “Decline” to the terms and conditions of using 
DTS. Once you click “Accept”, the system will prompt you to enter your CAC PIN for 
validation purposes.  
 
Please note that items marked with an asterisk (*) are mandatory fields that must be completed.  
Also, all information must be entered in capital/upper-case letters. 
 
After you are logged into the DTS site, you will be required to complete the following 
preliminary tasks: 

- Enter your social security number twice. Do not copy and paste. 
- Click on “self register”, this will bring you to another page 
- Click on the “Administrative” tab, then choose “self registration”. 
- At the top of this page will be several information tabs, click the “Basic Information” tab to 
enter your DTS profile. 

 
Registration Information by Step: 
1.  *Your First and Last name and Social Security Number will automatically populate; however, 
you should verify that the data are correct.   
 
2.  Gender:  Select “Male” or “Female” as appropriate. 
 
3.  * Enter your email address – you will be prompted to enter this twice for verification 
purposes, do not copy and paste.  DTS is an email-driven program it is particularly important that 
you enter your correct NRL email address.   
 
4.  * Enter your mailing address - you will notice a magnifying glass icon located next to the 
State/Country portion of your mailing address, you must click on this icon to populate your 
State/Country. Once you click on the icon type in your two digit state code (i.e. VA for Virginia) 
on the “code” line, then click “OK”, this will bring up an information box, in this box click on 
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your state.  Note:  You will be asked if your mailing address is the same as your Residence 
Address; if you answer “No” you will be prompted to enter your residence address under the 
Additional Information section later in the registration process. 
 
5.  * Required Work Information 

- You will choose either Civilian/Military  
- Choose your Title/Rank (NRL civilian employees will choose “other” as NRL pay 
grades are not listed in DTS.) 
- Tech Status will default to “No”– this refers to Aircrew Status - NRL employees will 
leave as “No”. 
- Organization – click on magnifying glass icon to populate this field.  

Service/Agency:  select “United States Navy.   
Type:  Will automatically populate with “US” 
State:  Select “District of Columbia”, this will refresh your page and a new line 
called “site” will appear, select “Washington”. Click “OK” 

 This will bring you to an alphabetical listing of organizations – 
scroll through the pages by selecting “NEXT” until you find 
“Naval Research Laboratory, (NRL) and your appropriate division 
code (e.g. Naval Research Laboratory Code 3300)”. . 
Click “Select”. 

 
6.  * Service/Agency of Assignment 
The information recorded during Step 5 will automatically populate the following blocks under 
this section: 

- Office Street 1 
- Office Street 2 
- City 
- State/Country 
- Time zone  
- Emergency Contact Name (This refers to the central NRL Travel Office emergency 
 point of contact (POC))   
- Emergency Contact Phone Number (This refers to central NRL Travel Office 
 emergency POC)  
- Work hours:  The refers to regular hours worked per day and will default to “8” but you 
 can change to reflect the correct daily average hours worked if you are a part time 
 employee. 

 
7.  * Electronic Funds Transfer (EFT) Data 

- Select “Checking” or “Savings” depending on the type of account you designate for the 
EFT of your travel reimbursement payment.   
- Bank Routing Number:  enter the 9 digit code (do not use dashes/hyphens) of your 
 financial institution.   
- Account Number: enter your appropriate account number; note you will be required to 
enter it twice 
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8. * Government Charge Card (GOVCC) 
Note: At this time you must have a GOVCC to utilize DTS at NRL. 

- Advance Authorization: select “Card Holder”. 
- Account Number:  Enter your GOVCC Account Number (all GOVCC account numbers 
begin with 4486) 
- GOVCC Exp. Date:  Using the calendar icon to populate this block, select the last day 
of the expiring month from the calendar (the expiration date of your GOVCC is in the 
format of MM/YYY, but is defaulted to the last day of the expiring month). 

 
9.  * Additional Information 

- The information recorded in Step 6 will automatically populate the following fields: 
Printed Organization  
Present Duty Station 
Organization Email (this will correctly default to NRL’s central DTS email   
address, help_dts@nrl.navy.mil. 
Unit ID (UIC/RUC/PASSCODE) 

- Miles from Office to Airport:  Leave this block blank since NRL-DC employees utilize 
three airports (Reagan, Dulles and/or BWI). 
- Office Phone:  Please note that this information will be incorrectly populated; you must 
correct it to your correct information.  
- Office Fax:  Please note that this information will be incorrectly populated; you must 
correct it to your correct information.   
- Office Mail Stop:  Enter your Division/Department Code, e.g., “Code 3300” 

 
10.  Passport Information (If you do not have a passport you may skip to Step 11). 
The information in this section is optional, and is only used for record purposes.  

- Official (No-Fee) Passport Information   
 - Regular (Tourist) Passport Information 

 
11. * Scroll to the bottom of the page and click “SAVE AND PROCEED” 
This will bring you to the Residence Address Section.  If your residence address is different from 
the mailing address you entered earlier, you must complete this section.  If your residence 
address and your mailing address are the same then the only data you are required to enter is 
“Residence Phone” (enter your residence/personal telephone number with area code). 
 
12.  Air Travel Preference:  The information in this section is optional but will be considered 
when making airplane ticket reservations.  If you have special needs you may choose to complete 
this section.   

 
13.  Frequent Flyer:  If you are a frequent flyer you may choose to enter your information here.  
If you do not enter here you will be able to enter your frequent flyer information for each TDY 
that requires airline reservations in DTS. 
 
14.  Lodging Preferences:  The information in this section is optional but will be considered 
when making lodging reservations.  If you have special needs you may choose to complete this 
section. 
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15.  Rental Car Preferences:  The information in this section is optional but will be considered 
when making rental car reservations.  If you have special needs you may choose to complete this 
section. 
 
16.  Smoking Preference:  Indicate whether you are a smoker/prefer the smoking section as “yes” 
or that you are a non-smoker/do not want to be in the smoking section as “no.”  This is just 
information as you are typically provided the opportunity to select smoking/non-smoking hotel 
rooms when making specific reservations.   
 
17.  *Scroll to the bottom of the page and click “SAVE AND PROCEED” 
If you entered any information in the incorrect format or left a mandatory field blank you will be 
prompted to correct at this point.  Otherwise,  the following prompt will appear: “You are going 
to submit the travel profile to the DTA.”  Click “Submit” and your information/profile will be 
submitted for review/acceptance by the DTS and NRL Travel Office.   
 
 
THANK YOU….and WELCOME ABOARD! 
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Common Pre-Audit Flags 
 
DTS Flag DTS Description Detailed Description Suggested justification(s) to Approving Official

ACCT CODES INVALID 

ACCT CODE(S) ENTERED NOT 
VALID IN MASTER LIST. SEE 
FINANCE DEFENSE TRAVEL 
ADMINISTRATION (FDTA) FOR 
ASSISTANCE.

When job order numbers are entered in 
the accounting module, DTS creates an 
audit flag.  The Justification to 
Approving Official box automatically 
populates with the job order number 
entered and therefore no additional 
justification is needed.

08 TDY FIELDS CHANGED: CC:558369B7521 No 
entry required from traveler

MULTIPLE RESIDENCE 
ON DATE

MUST JUSTIFY MULTIPLE LOCAL 
TRAVEL TO/FROM RESIDENCE ON 
SAME DAY

This flag will populate when the traveler 
claims round trip mileage leaving from 
and returning to their residence.  This is 
a known system error.

PERFORMED ROUND TRIP LOCAL TDY LEAVING 
FROM AND RETURNING TO RESIDENCE.

LOCAL TRAVEL 
EXPENSE

<DATE> - 1POC EXCEEDS 
THRESHOLD - $<AMT>

DTS establishes thresholds for certain 
expenses.  The threshold for one POC 
(Personally Owned Conveyance) 
expense is $50.00

AMOUNT REFLECTS ACTUAL MILES DRIVEN IN 
POC.

ACCT# CHANGED BY 
CTO

THE AIR/RAIL FORM OF 
PAYMENT/ACCOUNT NUMBER 
CHARGED BY CTO IS DIFFERENT 
THEN THE FORM OF 
PAYMENT/ACCOUNT NUMBER 
SPECIFIED IN THE AUTHORIZATION

When the CTO creates a traveler's PNR 
(Passenger Number Request), the 
agent copies and pastes the traveler's 
GOVCC account number into the record 
which will sometimes trigger this audit 
flag.  This is a known system error.

DTS SYSTEM ERROR

DFLT PMT METHOD 
NOT SELECTED

AIR FARE (GOVCC-I) ON <DATE> 
HAS PMT METHOD OF GOVCC - 
INDIVIDUAL NOT USING DEFAULT 
PAYMENT OF CENTRAL BILL

This flag populates when a traveler's 
GOVCC account expires and the NRL 
DTS help desk updates the new 
expiration date in the members profile 
after the authorization has been created.

ITEM FLAGGED IS DTS ERROR - DEFAULT 
PAYMENT METHOD FOR ALL TRANSPORTATION 
CHARGED IS GOVCC - INDIVIDUAL

ADD GOVCC-
INDIVIDUAL AMOUNT

ADD GOVCC - INDIVIDUAL    
AMOUNT

This flag populates when the traveler 
adds additional reimbursement to their 
GOVCC account, usually to reimburse 
the GOVCC for meals charged.

REIMBURSING GOVCC FOR EXPENSE CHARGED 

ADD GOVCC-
INDIVIDUAL ATM ADD GOVCC-INDIVIDUAL ATM

This flag populates when the traveler 
reimburses their GOVCC account for 
money withdrawn from an ATM (cash 
advance).

REIMBURSING GOVCC AMOUNT OF CHAS 
WITHDRAWN FROM ATM TO COVER TDY 
EXPENSES

LESS PREV PMTS TO 
GOVCC (BY TRAVELER) ATO PAID BY TRAVELER

This flag populates when a traveler 
deducts reimbursement to their GOVCC 
account.

(1) REDISTRIBUTING THE REIMBURSEMENT TO 
THE GOVCC, CURRENTLY HAVE A CREDIT 
BALANCE; OR (2) REDISTRIBUTING THE 
REIMBURSEMENT TO THE GOVCC, USED 
PERSONAL CREDIT CARD TO COVER EXPENSE.  
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